DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,

APPLICATION FOR RECORDS RETENTION SCHEDULE [ OFFICE OF THE SECRETARY OF STATE

‘Attention: Scheduling Section. PQIu0SIY ~0 ¢ : ‘
FOR AGENCY USE 1. Agency Address Department of Education FOR RECORDS MANAGEMENT USE
Application Date : Office of Administrative Services Application Number
' Local Systems Support Division . ' 8 ’7 ~ 8 ‘f
| Application Number , %gggo%wgnc%ggggét%aNutritlon Section Date Received Date Completed
| Atlanta, Georgia 30334 _ MAY'1 g4 987 |0CT 26 1967
2. Person to Contact ‘Z/fy’ Working Title Telephone Number
Charlotte T . Administrative Assistant 656-2457
3. Action Requested
a. XX Establish Retention Schedule; record will continue to accumuiate.
b. O Dispose of present accumulation; no further accumulation anticipated.
c.__ [0 Amend Application No. Check One: 1 Change; [ Supercede; O Void
4, Dates of Series 5. Records Series Title ffollowed by title used in office; if different)
Earliest Latest :
10/1/82 | Present . Child Care Food Program Files
6. Dmsnon and Offwe Function . What is the function of the Division and the Office in which this record series is created?

The School and Communlty Nutrition Servicés Sectiom, Office of Administrative Services
administers- the Child Nutrition Programs and Food Distribution Programs, performing
the géneral program management and coordination, and assisting local school systems
and Child Care sponsors of centers and homes in implementing these programs in
accordance with laws and regulations. '

7. Record Serjes Description This file contains the following documents {include form numbers and titles, if any):
Attach sarmples of the file.

Documents relating to: Administering the Child Care Food Program

Included are: (1) Applications
‘ '(2) Agreement
(3) Policy Statement for Free and Reduced-Price Meals
(4) Statement of Authority/Authorization of Signature
(5) <Child Care Food Program Release {IRS)
(6) Amendments to the initial application/agreement
(7) Communications
(8) Audits .
{9} Reviews A list of forms and numbers are attached.

File is arranged: A]_phabetj_ca]_l.y ‘by sponsoring organization

8. Monthly Reference Rate - How often are records referred to which are: . - -
One to six months old —dajly ; Seven to twelve months old _diﬂL Thirteen to twenty-four months old _d"*'._j:ll;
twenty-five months and older ___0ccasgionally

9. Annual Rate of Accumulation of Records )

Letter-size drawers _9__.__ Legalsize drawers - ___ : Shelves — .. ;Other {specify)
AR—;0;71: Rev, 76 N (Owver}



X d. 3 U3 Wt O0Lidl CopyY OT TNe Seriess.
If not, where is it?

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation.

c. Is this a vital record?

. Does this series have historical or long term research value? Could but not at this time

e. When one or two documents in the file make it necessary to keep the entire fule fora Iong period, could these
documents be scheduled separately? -

b4 (dbg | M
a.

f. Is the information contained in this series ever publushed? If ves, attach copy,

X - g. s the information coni ined in this series ever analyzed and/or recordecl ina summartzed report?
H ves. atiach copy. 3 computer printout summary

h. 1s there a"duplication of this series in your office, or in another office or agen ?Carbon Coples in Accountlng Qrvs..
X if ves, where? Yes, DE0Q857/Notification of Change, DEOSG?/Clalm Form and DEO937/Author14 a-

X | i Is this series for a major portion of it) regularly microfilmed? (tion for Signature for Sponsors

x| i D he record series_result in a computer printout?  Some parts

o

11. Retermon Requirements ~ The following requires the series to be kept:
a. State Law current + 3 years. d. Audit period _ éurreng I g years.
b. Statute of limitation __years. e. Administrative need curren years.
current + 3 3

c. Federal law years. f. ngera! retention instructions years.

Attach copy or excert of laws or regulations. Explain administrative need. Copy of 7CFR Part 226 attached.
The Child Care Food Program file contains the signed agreement between the Department
of Education and the sponsoring organization, the amendments, correspondence, reviews
and audits which may be rev1ewed prior to appllcation approval /renewal, review, audit,
and/or appeal hearing. : L
12. Approved Disposition Instructions  This agency recommends that the file series be cut off at the end of each: o R N
' O Calendar Year; )Q‘ Flscal Year; O Other then,

Kl Hold in the current filesarea ________monthis) _1 vear(s): then
B Transfer to local holding area; hold __< . - _vear(s}; then

[d Transfer to State Records Center; hold _z__year(s}; then

& Destroy.

O Transfer to State Archives for permanent retention.

O Other (Specify)

** Note: Fiscal year refers to Federal fiscal year (October through Séptember)

These instructions apply to all prior and future accumulations of the series.

Date Records Management Officer [Signature) Date

A _//’7 Yoarkie © o | l,/&a!&'r |

: - State Records Committee (Signature) Date
Recommendations in para- ;
graph 12 are approved. State Auditor/Designee //@m’/ Q [’F ’?‘(
(If disspproved, attach letter [ 7 ~
of explanation.) Secretary of State/Designee &{,(/M Wduv—\ /8 /23; 7
Attorney General/Designee e - /f y,ég@

b e—
AR—-50-71; Rev.76 { Side) - L




